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HECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RE"'rE'NTabN SCHEDULE D O T B s AND HITTORY

INSTRUCTIONS See Publ:ut-on No. 76—RM-1 for instructions on eompletmg this form, Forward signed original to
Department of Archives and History, Records Management Division, 3:!) Capito} Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address | FOR RECORDS MANAGEMENT USE
o .
Application Dete A Department of Education Application Numbes
_ Office of Planning and Development 7q L' “4 A
Application Number Education Development Division Dete Received Dete Completed
Adult and Continuing Education INOQY 101982 JIAN 1 9 1983
2. Person to Contact Working Title Telephone Number
Neil C. Gunter : Administrator _ 636-2600

3. Action Requested _ 7
a. [J Establish Retention Schedule; record will continue to sccumulate.
b.. O Dispose of present accumulation; no further accumulation anticipated,

¢. Bk Amend Application No. _74-414 —_ Check One: EXChange; [ Supercede: O Void
4. I'._htel of Series 5. Records Series Title {fol/lowed by title used in office, if different)
Earliest Latest General Educational Development
1946 J Present (GED High School Equivalency) Files
6. Division and Office Function What is the function of the Division and the Offnee in which this record series is created?

The GED function is currently operating as part. of the Adult Educat:.on Unit following
State directive and American Council on Educatlon = GED Testing Service,

Three functions are performed (1) Issuing GED Certificates to those passing the
tests based on an application from one of a network
of statewide testing centers,

(2} Issuing transcripts

(3) Maintaining various records related thereto

1

7. Record Series Description This file contains the following documents (include form numbers and titles, if ony)
Attach samples of the file.

Documents relating to:
Administering the statewide GED Testing Program.
Included sre:

Separate files for each testing center; permanent record of each applicant-~
passing the tests, other related files.

File is urlw
Alphabetically by name of applicant and jear in which tests were taken. s
8. Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold . ___; Seventotwelvemonthsold .. ___; Thirteen to twentyfour monthsold _______;

i

twenty-five monthsand older . 7

9. Annua! Rate of Accumulation of Records . .
; Other {specify)

Letter-size drawers ;Legalzizedrawers ________;Shelves

Lateral drawers - 3,

AR—80-71; Rev.78 - " (Over)




vEs | NO | 10. Questionnaire  (Place an X" in the proper column)

8. Is this the official copy of the series?

X §f not. where is it?
X b. Does the series contain confidential information requiring security handting? If yes, cjte law or regulation.
Family Education Rights and Privacy Act-— Bucklev Amendmp_t 1974
X ¢. Is this a vital record?
X d. Does this series have historical or long term research value?
kva e. When one or two documents in the file mkutnecessarvtokeeptheontorefulefoulongpenod eou|dmese
documents be scheduled separately?
.S B A Is muniummmmimﬂmmmiwmbv
X A g. ls the mformaﬁon contained in this series ever mlvmd and/or ncorded in a summarized report?
i ves, attach copy, ,

X h. Is there a duplication of this series in your office, or in another ofﬂoe or agencv?
, If here? Partial duplication at testing centers.

X __i._ls this series for » major portion of it) reqularly microfilmed?

X j. _Does the record series result in a computer printout?

11. Retention Reguirements The following requires the series to be kept:

a. State Law | years, d. Audit period

b. Statute of limitation : ' years, e. Administrative need 506
c. Federal law : years. §. Federal retention instructions

Attach ﬁopv or excert of laws or regulations, Explain adljninistntive need.

These records are equivalent tothose of a student who graduated from a regular
high school and constltutes a permanent’ record of "High<schoollceéeentials,

years,

years.
years,

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of cach

O Hold in the current files area _____ﬂ;_month(s) —_—— year(s); then
0 Transfer to local holding area; hold . vyear(s); then

O Transter to State Records Center;hold ______ _year(s}; then

O Destroy.

O Transfer to State Archives for permanent retention.

& Other (Specify) :

current files area for 50 years; then destroy.

These instructions apply to all prior and future accumulations of the serles,

B Calendar Year; ) Fiscal Year; O Other ___then,

Microfil-g\-, making a permanent securityi‘copy and an office reference copy. Destroy'
paper records after microfilm has been processed and checked. Send microfilm security
copy to the State Archives for permanent retention. Hold office reference copy in

r_A_gsnc_y Head%n- {Signawan e Date Records Managemant Officer  (Signature)
41X (4

- State Records Committes {Srymtum}

/5ol wnlhiy £ Bovorapndrar | 1-9-82

Recommendations in pera- /_’ M -
graph 12 are approved. State Auditor/Designee \Ju—j [L21.8L

{If disapproved, sttach letter

of explanation.) K&aeﬂw of State/Designes Q{Lwﬁ,‘-i W"ﬁ* : : '7’1"‘/7 23

Attorney Genersl/Designee . ' /__,) ) —
AR—B50-71; Rav.76 N (] iy



STATE OFFICE OF SECARTANY OF STATE

OF App] i Catipn ’ for ) DEPARTHERT OF ARCRIVES A BRIBTORY PAGE
coen  RECORDS DISPOSITION STANDARD 1

RECORDS NIAGIIIIT DIYIBIOE

et e
] .tppllcetion Date .mr‘!ﬁ{lwli- Sea separate inotrur.:io-u for completion >f 4 FOR RECORDS ““'““:'":’T D"ISIO" USE
Aug 1, 1971} Hf"v'lt.ﬂ'ld raverse of this form. Sign original and two copies Date lr:elu_d Applicltlon No. Late Completed
2. Agency Hppilcation Mo and forward to Pepartment of Archives and Hiatory, Attention: N a 7 1874 ?q,qlq DEC 5 1974
1}7 Records Nanagement Offv.'c‘cr' - C i

3 AGENCY, Diwisicn, Subdivislon & ld-ln!.te)rln. (‘fflf_! lddrell e ;
Department of Education ' ;
Office of Adult and Vocational EducatnOn, Adult Programs
Room 332 State Office Bldg.

‘ Person to Coptert
.

Margaret,walger

Atlanta, Georgla 30334 5‘EESFH?BEtor (55332316
T.ACTION REQUESTED
B] ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICTPATED.
ESE%f%iestf&SLaﬁest 9.Exact Series Title ' T
es of Series
19 0 to Date GENERAL EDUCATION DEVELOPMENT HlGH SCHOOL EQUIVALENCY APPLICATION FILES
— - ]

What is the fUnction of the office in which this record series is created?

The Office of Adult and Vocational Education provides for planning and budgeting,
research, development, evaluation, special programs, management information, staff
development,public library services, consultative’ services, post-Secondary schools,
- State Schools, Manpower Development Training, Adult literacy, basic adult educatlon,

adult testing, job preparation, consumer &ducation, high school vocational programs,
and comprehensive high schools. ' . -

R

1. This file contains the followzng documents {include form numbers and titles, if any,
and flle arrangement }.

:Documents relating to the applications for the issuance of General fducation %2
Development High School Equivalency Diploma. ; Bo
bad
. o
‘} - included are (1) DE FORM 51 Application fo High School Diploma FE‘
| (2) GEDTS Form 30 Official Test Results ) o
(3) Index -
. L ' ' b
Files are arranged in two parts. The First Part consists of records of =
applicants who passed the test and received diplomas. The Second Part tonsists =
of records of applicants who did not pass their test. Both parts are arranged -
chronolog»cally by year application was made; thereunder alphabet!cally by name ot
of the applicant. ] ‘ i-
1 2 - * EQUTPMERT ACCUPIFD Wce. of Drawers Cu. Pt of Recnrde l No. of Drawera Cu. Pt. of nccor-i;.
5 7.5 RRRINL TR Or ActuRiLATION 9000 APPLICATONS
,’H- . Legal-vite Pile Dravers - . Fiocor s.Plfézoceuvi.-d ft‘iq.lluw Feet) ]} rriccte) i Storeer Aresle)
1; ) ' ) & . Thia T.?:: Prered,_:né ALl Prlo.r
. . - - Year's Tear's Year's Years'
Microfilm storage unif50 cartridggs . s o
o ) N nv:ni\g: CATLY _nan}fngﬁr:': S 30 20 {10 5
R C.Boxes S g ' .

T MWa kT ARGy T 7




: PAGE 2

QUESTIONNAI RE Place an "x" in the pr_;p—er column. If amsver lw: "SEL," ,plesse explain T YES ) NO
13. Is this the Record Copy of the series? o Ix] [ ]
1k. Is there a duplication of this series in another office or agené&? ' [ 1 [x]
15. Is the information contained in this series ever summarlzed or published? x1 {1

Attach copy of summary or publication. Departmental Annual Report
16. Does the serieés contain classified information' requiring security handllng’ kK1 [ 1
House Bi1ll 69 closes all student records.
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 IX]
18. Could the function be performed if the files were lost or destroyed?. (x] [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (X1 [ ]
Space Factors
20. Does the record series provide data as input to an EDP file? [ ] &
21. Does the record series contain documentation produced as EDP printout? (] [x]
22. Has the Federal Government issued instructions governing the retention/dispo~- [ ] [X]

sition of these files?

#23 Reissuance of diploma may be needed in the future. _
23. Will there be a need for these records 10, 15 years from now? If yes, what? (X1 [ ]

2L. REQUIREMENTS. The following requires the files to be kept L5 years :

a.[]JSTATE b.[]STATUTE OF c.[JAUDIT  d.[JFEDERAL e.[]ADMINISTRATIVE f.[JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention roquirement)
If a diploma was lost these papers would be needed to document that a diploma was issued,
and to reissue a duplicate diploma. :

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be out off at the end
of each -{]CALENDAR YEAR -[]FISCAL YEAR ~JJOTHER _See_Below __ ,then:

PART 1: RECORDS OF APPLICANTS WHO RECE!VED DIPLOMA: Cut off at end of each calendar year;
then microfilm, making | reference copy and | security copy; then destroy after the micro-
fiim has been processed and inspected.

Microfilm Office Reference Copy: Held in current files area 45 years; then destroy.
Microfilm Security Copy: Transfer to State Archives; hold permanently.
PART |1: RECORDS OF APPLICANTS NOT RECEIVING DIPLOMA: Cut off at end of each calendar

year; hold in current files area 5 years; then +ransfer to State Records Center; hold
40 years then destroy. :

Recor 0 N offrcer (Stgnature) a_fate QTHER REQUIRED STGHATURES DATE
26. Recoendat1ns Agency Read/Designee 1 ;(j Z/ -
in paragraph 25{LX] Approved Disapproved z?cwz// Vi %4
are: Auditor/Designee N - 7
: L{I’ﬁpproved [ ] Disapproved] \.) .\, ' TR

[STATE RECORDS) QSecret State/Designee ‘I ' '
COMMITTEE [V] A _P;ﬁ\’t%e [ 1 Disapproved M 11-273-1Y

Attormdy General/Designee

i{ Approved Disapprovedy /7 M# £ eAA /.2-5*2)5




